SECTION C PAGE 12C-19

DOCUMENT NAME: Continuous Travel Orders
DAFIS DOCUMENT TYPE: 13

1. Description: Travel orders issued on a continuing basis (monthly, quarterly, annually).
2. Primary Forms: DD-1351-2, Travel Voucher or Subvoucher

3. Related Forms: CG-4251, Military and Civilian (TAD/TD) Request and Travel
Orders
CG-5131, Standard Travel Orders For Military Personnel (refer to
Figure 12C-21)
SF-1038, Advance of Funds Application and Account

4. Document Number: Standard Number - unit assigned.
SAMPLE: 1394904FAB001

Document FY  Procurement FY Contract Program Document
Type Funded Site Code Originated Region Element Sequence Suffix

13 94 90 4 F AB 001

5. Accounting Line: If multiple lines are used, a different suffix is required for each line
starting with 000.

SAMPLE: 2/F/401/136/30/0/AB/12345/2100 (See Note)

Note: For reimbursable travel be sure to include the reimbursable number after the
object class code. For further information see Chapter 9.

6. FINCEN Critical Processing Requirements:

a. Issuing units must ensure travel orders CG-4251 or CG-5131 are completed in
entirety. The following information is critical for processing:

(1) Name and SSN of traveler.
(2) Accounting data - CG-4251, block 14; CG-5131, block 9 or 12.

(3) Standard DAFIS document number - CG-4251, block 15 under Document ID,
Travel Order Number (TONO) heading; CG-5131, block 1.

(4) Appropriate Treasury Symbol (Appendix B) - CG-4251, block 14 (above
DAFIS accounting line) or in block 12 (preceded by APPN:); CG-5131, block 9
or 12 (preceding the DAFIS accounting line).

(5) Estimated cost - CG-4251, block 15; CG-5131, block 12.
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6. a. (6) Civilian Mileage/Per diem- CG-4251, blocks 16 and 17 must be completed for

civilian personnel.

b. Obligation documents submitted for obligation must be legible and clearly marked

"OBLIGATION COPY".

7. Other Information: A different suffix must be assigned for each member traveling

under group orders. Begin with suffix 001 and number each traveler consecutively.

8. LUFS Information:

a. Standard generic input is made through the Record Spending Module. Use the
[F7] INDVDL TRAVEL option when adding the accounting lines. This option will
only assign a new suffix if the accounting classification is changed.
prompted, create a document type 14 if this set of travel orders has a Government
Transportation Request (GTR) or Schedule Airline Travel Office (SATO) ticket

issued for transportation (see document type 14).

b. Obligation will transmit electronically via LUFS if desired.

c. A copy of this document is NOT to be mailed to FINCEN if the obligation is

transmitted via LUFS.

9. Document Flow:
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Figure 12C-9 Travel - TDY
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9. a. Figure 12C-9 describes the procedures for processing Continuous Travel Orders.

b. The unit prepares the travel orders for the member and forwards copy 5 with
estimated cost to the servicing travel office. The unit retains copy 4 for the unit files
and gives the remaining copies to the member. Non-LUFS units should send a
copy marked OBLIGATION COPY to the FINCEN to be obligated.

c. Travel will then be arranged either by the member with their personal American
Express card, by the unit's corporate American Express card or through the local
travel office. If a Government Transportation Request (GTR) is involved, see the
document type 14 section of this chapter.

d. When a cash advance is required the unit prepares a SF-1038 for the member.
Advances may be paid via check, cash or traveler's checks. For payment via
check, this form is forwarded to the travel ACO for approval. The travel ACO will
forward requests for check payments to the FINCEN. (For more information on
check payment transmittals, see Chapter 11). For cash or Traveler's Checks, this
form is submitted to the authorized approving official for signature. (For more
information on Traveler's Checks see Chapter 11). Cash advances are limited to
$500.00. The member gives the imprest fund cashier the SF-1038 along with the
original and one copy of the travel orders.

e. The imprest fund cashier endorses the original copy of the travel orders and gives
the member the cash advance. The cashier also returns the original copy of the
travel orders to the member. The imprest fund cashier forwards a copy of the SF-
1038 weekly to the FINCEN for replenishment and forwards their respective travel
office a copy of the member's TAD orders and advance card.

f.  Upon completion of travel, the traveler prepares a DD-1351-2 and submits it along
with the original and three copies of the travel orders to the unit for review/approval.
It is then forwarded to the servicing travel office.

g. The travel office computes the claim and transmits it to the FINCEN via the Travel
Liquidation Certification (TLC) program. Payment will then be made to the
member, if required. See Chapter 11 for more information on TLC. Also see the
Travel Advance Control (TAC) section of Chapter 11 if an advance has been
made.

h. If the travel is for another government agency on a reimbursable basis, a copy of
the agreement must be FAXED to the FINCEN (OGR) at (804) 523-6024 at the
time the order is created. See the Reimbursable Travel section of Chapter 9.

i. TAD and Reserve Training spanning more than one FY should be prorated to each
FY in which travel is performed rather than just the FY in which the travel was
authorized. Tickets for round trip are charged against the appropriation current at
the time the tickets are purchased. LUFS units will obligate and transfer current FY
data normally. The next FY data should be entered into the local system but not
transferred. Cost will be picked up as a direct charge from the PES reports. When
the TAD or training crosses the FY, only one set of orders is required but orders
must indicate two lines of accounting and two DAFIS document ID numbers, one
for each FY.
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10. Sample Forms: See Figures 12C-10, 12C-11 and 12C-12.

11. PES Report Sample:

TRANS BATCH COST OBJ

UNDELIVERED ACCRUED

DOCUMENT ID CODE NUMBER CENTER CLASS COMMIT ORDERS EXPEND EXPEND

1394904FAB001000 073 94025F130 12345 2100
1394904FAB001000 146F 94045F130 12345 2100
12. References:

a. COMDTINST M4600.12, Travel Manual.

0.00 0.00 150.00 0.00

0.00 0.00 150.00- 150.00

b. COMDTINST M4600.14, Travel Charge Card Program.

c. COMDTINST M7210.1, Certifying and Disbursing Manual.

d. COMDTINST M12570.4, Civilian Travel Management Program.

e. DOT Order 1500.6, Travel Manual.

f.  Joint Federal Travel Regulations, Volume I.

Change 1 01/95



SECTION C

PAGE 12C-23

f TRAYLL YOUCHER OR SUBVOUCHER I ’F“"‘ﬁ'ﬁé’ﬂ:"’;;."“ i 0 FOR DO USE QNLY
READ PRIFALY A A TEMENT 00 REVEREE PRIDR TO' BLETTNG THHIS FORM. T o
P S e oy e %_—
Smith, John SK1 123-12-1234 i
[ CEir WAILING A= E DS e fee 207 © aoivy 2T
1800 Poctsmouth Blvd, Portsmouth,VA (BOq) 396-5T731 FAIDHEY
TROANZATION ARDATATEN USCGC Meversail, 1234 Coast Guard Dlvg,
Portsmouth, VA 23706
TRANEL, G FLG [ Paeagraph, 5 1. (9., [y Mg, £ty (iariude s st ardrm) ==
Doc ID  1194904FABOOL
| PG TRANIEL PATE PTG A TAmoent, DO Vawier Mo, Dair Receverd, Pl pavd,
e 301 Sintens Mo [f e, 1m wve)
5150.00 12/30/93 [5
1 ITNERARY (Sor firem 41 fue Srrrimsta) B T WL =
A e 3 |_DF sEALE |
DaTE 1 AL TR PLACT o oosT (ot p
N ey i "L’?%':M“M’.ﬁf - RN s
o ; E LDOGNG MERS
1-4 | eer | 0BCO! Home PA i oem
| 14| aea ) 12000 The Destinaticn £330 TD 2 100
1-5] oer | 1600 Ouick City, NC [PA |55 90.00 G e
1-5 | san | 2000 il MO 3 1060 AU A THINE
oee Home i ]
el S
P "?12:-?-? A e
A i
oer ] R
wn BB
DEP i -w-mvwzﬁwﬁd“
s .:.gg i
e e P
| | i
i FENBLIFEABLE EXPEHSESATHARGE FOA DEDUCTIBLE MEALS * (Ser farm M}
ATE HATURE AN EXMLANATION AT CLAMED | adu ol
= SUEMARY OF FAYRENT
Pt Dharry
Actugl Eapanss
B Losg detanc selephor cills are corilend &1 aecsiry in the AFPRINING OF FCER (FT LU0 ey . Miaags of TIansp Alcrmaroes
imi e ol e Cerernamers i bt Fopencss.
7 T ST BRI T G (I saaw, 40 a0t Taial Erdthemeen
HAABER R H=] Liris Pédvund Piyimems
Lias vowcher Degucipns
Ami Changed ig Accig Class
T - T [ FArwENT DREFES
& crecs O casu
B LEAVE STATEMENT === dayd P, LT ana 12 PER DIEM RECUESTED
8, P0G TRAVEL ) WHERFPEFATOR et 7207 [ passercen 13 BA5RATE

FERALTY Tha penamy m s=iiuby fimeg 5 e clabm w8, b s FISE OF S50 000 OF RANTR LI I PR SOHEENT OF § TE.\I.H.EI.BJ‘FI:N:'! Coade, Tlibr I, Soviasn JET )

v
I horty clm @y smeure die =W The undmeru on (e, reverw, asd 4. Bl IR OF 1

kel ooy e and romedete. Paywsen 0 oeda hee s Bere omoneed

Signacure Reguired

LaTE

1-7-94

15, ACCOUNTING CLaiir it alon

2/E/401/136,/30/0/ 8B/ 12345/ 2100
Treasury Symbol: 6540201

16 COLLECTHRM OATA

17 COMPUTED By Tlﬂ ALTED BT 1Bi‘ TV RCAD POSTED
¥

. RECENVE D P i fdiiee sad give &7 (8071 A )
Signature Reguired

[ smicum Ba !
[

| |
DD .5 13512

CRITIDN CF 1 wL G witl BE uSED umMTiL Exn

Ergegugn o 20 1aid and W2
ALSTED

Figure 12C-10 DD-1351-2, Travel Voucher or Subvoucher

Change 1

apprated fir MARS, (54 Apral IF7

01/95



SECTION C PAGE 12C-24
DEPARTMENT OF SOCIAL SECURITY M.
TRANSRORTATION MILITARY TEMPORARY ADDITIONAL DUTY (TAD} OR

5. COAST UEST AND TRA ORDER

261 (TEET) CIVILIAN TEMPORARY DUTY (TD) REQ VEL 123-13=1214

Wihen sgaed Dy Aaiborinng Dificsl, ths 1o becomes. an Cificial Traved Cirger.

Pt besow M person e auhoioes 10 poriomm e obowing TADVTE on effical business of the Coas! Guad,

1. WAME 2. GAADEMATE 3 DivAERANCH A, EXT.

John Smich IPA G=H5 (123) 123-1234
i DEFARTURE DATE & ESTIMATE DAYS ARSENT 7. ESTIMATED COST B REFEAT TRAVEL OROERS FOR THE PERKOD
§10,000.00 FROW _SI0CT0 1 TO_SLAPRIA |

A, Command, Desrct, Fiem or Org Lo ia B. LOCATION nf?m“ DM

3 OIL POLLUTION ACT STAFF WASHINGTON, DC

8

#| VARIOUS AUTHORIZED LOCATIONS

(-]

0. ALOUEST 11. MODE OF TRAVEL s WO WOT
wOT HOT APPVTL AUTH

& [0 recis eee s O U caren Ul Comvevance o 2

e LJ excess saccasce J L 1] PANVATELY OWNED CONVEYANCE

R B EI
¢. [ Locar TeveLTan O B R ™ Fa beert adrminisiaively dmarmined ut this meihod of el & more advanageos 16 the
Gowmrrenanl. AW JTH, Md3td S b

o. 15T CLASE T E

E. U-ORNVEGSA VEHICLE E [[] e icial cost 1o the Gowernment, including por dlam, 0oes. nol @cesd the total cost of dravel

F _ oavsiEavE ) by Sosmmen carriae, Inctuding per gism. (Chitans coly)

12 PURPCSE OF TRAVEL AND JUSTEICATIONS) FOA RECUIREMENTS
TRAVEL IS AUTHORIZED IN CONNECTION WITH AN INTERCOVERMMENTAL PERSONNEL ACT ASSIGNHMENT {IPA)
AUTHORTZATION COVERS TRAVEL FROM WASHINGTON
OFFICIAL TRAVEL TD VARIOUE LOCATIONS WHILE ON ASSIGHMENT.
WILL EE AFPPROVED IN ACCORDANCE WITH RATES LISTED IN THE FEDERAL TRAVEL REGULATLONS, MINUS

THE $27.00 PER DAY WHICH YOU WILL BE PAID FOR HEALS AND 548.50 FOR LODGING PER THE IPA
AGCREEMENT.

CHECHED IN {TEM 50, ANDADR 11,

s DC TO MR. COAST'S HOME IN CORDOVA, AK AND
WHILE IN TRAVEL STATUS, PER DIEM

I CERTIFY THAT I HAVE FILED TRAVEL CLAIMS AGAINST ALL TRAVEL ADYANCES FOR FREVIOUS TRAVEL

[[] NTE COST BY COMMON CARRIER
INGLLOMG. FER BIEM

Klg 50.00
D'I'HWELO-FH HOURS QR LESS

PLUS LOOGG nTe s _ 100,00

QRDERS .
BILFN OPA
13, DATE TRAVEL REQUESTED BY [Signatwe and Postun Thiz)
93AUGZ S CAPT I. M. GUARD, DEPUTY DIRECTOR, G-MS =
14 Excupt a5 noled, TAGTD is apgioved and charpeatie as Dekw. | 15. Funos avsissis for regees: as astmaned bew.
COCUMENT 1D,
| APPN LM,  ALLOT PACGRAM COSET DEJECT & ESTIMATED
lﬁ CODE | CODE [FusnD ELEMENT CENTER CLASS 2 TanD MO, SUFFIX . ©oOosT |
_. .|._ |
Hi4lo|LfL{a]|9po|0|MiF Jlolsialod j2iujojofy3elalolalseiurools silot d g
14a. DATE SIENATURE Magraving Offciall 14a DATE SIEMATURE fdcoowniing DivanBranch) |
FIAUG2S H. W. REID, DIRECTOR, G-MS 93406325 A, T. GRASSA, C-MP
18 Aushonred Chiian mdange See DOT Traval 1T, Aaphoniped CIVILAN pae deirm See DOT Trawve! Manws), 15006
Manuai, r»;'_,_gww c) Agpendis DGhamaer d, respecirealy,)
Os onE

[ oatE L nowe
HGHATURE fAutnansng Offcial, Bems 16 & 17) O oven specity
J. H. SXYLAR
18 FADWM  COMMANDANT (G-M5)
o Jahm Smith 123=12-1234

1. Excapt as roded, the apoeswsd TADYTD is auihoraod and dimcied Froceed mnd mapon 1 the places and n the o'os med o lem 5, abovs, Deviatons sheuld ngt b
made 10 visl places or asmas nel Mmmlm.ﬂmwwmnmmmumm-mn.umnmmmﬁmrm'umad.mnm-”
COSIARG 20 fESUME your segular cules. (MiTTary ped Gier is authonsed as prescribed in Joi Travel Peguatons ) |

1

CHETRIBLITION
13, DATE SIBNATURE (Authanring Ctfvcial]
S3AUG2S5 H. W. REID, DIRECTOR, G-MS —

Figure 12C-:“-11 CG-4251, Military Temporary Additional Duty (TAD) or Civilian
Temporary Duty (TD) Request and Travel Order

Change 1

01/95



SECTION C

PAGE 12C-25

b T¥RE OF AliVa ¥ =
ADHANCE O | = e i P mavel|  Smith, John
TLHgT W) TAEW P 3 RERIE g siv Aer & A&CH T s,
APPLECATION B TLLEPHONE WUMBEME 4 SOCIAL SECMITY ACCOuNE MO
AMD ACCOUNT |____| oy bix piirnid
MENT
(B04) 3955731 123-12-1234

Im comghance win Priacy Acl of 1574 (ha Iplipwing| | CEFsRTufsT ABLIGHWERNT AL 0 =
mirmaton & provided Sclcdatan of 1he inloema-
than an e fafm o suinoneed by SUS G Cnapier &7 z
13 imgtemenled By ‘na Feceil Travel Regusnens DoT USCGE Meversall
IFPRR 104-Ti E QD 11608 ol July 72_W0F E O 190127
of Maen 27, 1803 ang €0 1297 of Nowemor 22.| 9 APPLICATION — (For cOmaisnon Oy BOOWCEnt) =
1941, The premary purposs @ ihe ifarmanan @ 1o
laciigte the reesw, 200r0eal accounteg, sme| A0 30¥3NcE of Tuidi o hereby requesicd foe srauet ang # F-:“-“ﬁi E“ U3
sdvEnTamEnt of Tungs IOF WENE ard CEFIEN fRIBEE- | DUhOr sxpenies 0 De ncuired Dy M -'ﬂ?:ﬂﬂ: e i o
HON AHAwERCE wana AL 18 B8 RS LAGEN 30040 [T TEETR TG R FaT OS ROwETE T EATTOTTgToaw
A sdmanasirat e puificazabon The requesied ae ATICR 1 aRsOUNT HEREY
T wed De wsed Dy Oficers and empipees of 11524504FAROOL E,é Db: g3 APFLIED FON ¢ 130.00
el BEiAEy who Bavs e 80 duth nlEmaton in e T
i pevtnmance o iheir ol dudies The sniorma- YR i B B
BEA il be dooosed 0 Approgsale Fedesad S | |94 JAR 4 | 05 JAH 94 |, TOTaL, s 150.00
“eal of Meige sgantms =hen rileddAl L8 Gl rmm CTTFFE CrRTETTee - e

chfmundl, g reguialony ewesigalions of oroMeCu-
BRng, O when puriuaam 103 segqueemend Oy 1Ry
Agengy W CORRESIEN =N IME R e bivag ol @
empidyes. getamily chearancel or Ghher smvesbigy-
oy ol e perpemance of o'hcial duly whise n
Gavernmen Sefvmle YOour SO0 SeCuiy M
IS5 L Soheiled 4or s @y AN emoinges ioEnEliE-
Bps Ryt Disciosure of 178 requesied snfarmplion

IGeed ATimin — Aumows ghosmi urip Swre, FOF cooe |

1800 Portsmouth Blwed.
Portsmouth, VA 23706

Nore Jurifanding acamncm Aol (st
reppweer Dy Gedur ans (ram reimburse:
FTAAT WL T ] B arampiTy revael
Whan pidedl o ZanERiRd ov ordElviely
addipaned, e MW amsund of a0y pur
AT At @ St D e rmereedl.

ey,

% POl homever, (g 50 provede e s ioimas
ol dRJusiidd Ry rdr e ey 99 Ao peenssen al paur
acvance of lurdy regueeil

APPLECANT
BIGH m AL

)

et

TLRE TUAL Ared TITLL GF EFRHLI I G0 F T TaL

10. up-nnvm_’ )
James Smith, CWQ4,

GATL AFFRLWED

USCG | 28 DEC 23

FECT LT

Tl AFPEPEIATION 10 BL CRARGLD

2/F 401136/ 30,/0,/0B/1 2345/ 2100
15 CAfn PavwlsT AECENED |

DATE

LAlG-1g28

STANDRACH FORM 100 (RIEY, 10T
Pemacrbed by GE& PP 41 CFR) V087

Figure 12C-12 SF-1038, Advance of Funds Application and Account

Change1l 01/95



